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Paralegal Specialist
GS-950-12

INTRODUCTION

As a paralegal specialist in the Office of Regional Counsel, the incumbent assists in the
preparation of documents and cases which may include those initiated under the following
statutes: the Clean Air Act (CAA), the Clean Water Act (CWA), the Emergency Planning and
Community Right-to-Know Act (EPCRA), Safe Drinking Water Act (SWDA), the Toxic
Substances Control Act (TSCA), the Federal Insecticide, Fungicide, and Rodenticide Act
(FIFRA), the Freedom of Information Act (FOIA), Resource Conservation and Recovery Act
(RCRA), Oil Pollution Act (OPA), the Criminal Enforcement Program, and other environmental
and general laws. The incumbent is required to coordinate with personnel in a full range of
program areas including the various media programs, the Department of Justice, the United
States Attorney’s Office and the EPA Office of Enforcement. Assists with or manages special
technical and legal projects as assigned. Duties require the application of a specialized
knowledge of laws, regulations, agency policies and judicial and administrative proceedings to
multiple aspects of the Agency’s substantive mission.

MAJOR DUTIES

1. Under the direction of a regional attomey, conducts legal and factual research and collection,
analysis and evaluation of evidentiary materials, and prepares appropriate legal memoranda using
standard legal citations. In so doing, the incumbent selects, summarizes, compares, interprets,
and compiles data from a variety of documents into a format best suited to the specific
requirements of a case. Findings are closely coordinated with regional attorney, program staff,
and other personnel as appropriate. Initiates search for supportive material from a variety of
sources on own initiative.

2. Assists regional attorney in preparation of discovery, pleadings and other documents for civil
litigation, criminal proceedings and administrative actions. In so doing, incumbent selects,
summarizes, compares, interprets and compiles data from a variety of documents into a format
best suited to the specific requirements of a case. May assist regional attorney in judicial

and administrative actions and/or represent the region at administrative hearings.

3. Prepares legal documents for administrative and judicial actions. Incumbent must coordinate
the preparation of these documents with regional attorney and/or technical staff. This
coordination consists of discussions with both the attorney, if applicable, and technical staff and
examination and evaluation of information obtained orally and in record and file reviews.

4. Organizes and maintains files for current cases and obtains and reviews records, reports,
correspondence and court documents. Evaluates and initiates comprehensive file system which
allows for quick document retrieval. Coordinates with technical staff, contractors, courts, and
others to obtain documents necessary for a current and accurate file system.



5. Responsible for answering requests under Freedom of Information Act (FOIA). Involves
analysis, evaluation, review of documents, contact and coordination with Office of Regional

Counsel (ORC), program personnel and Requestor while adhering to proper procedures specified
under FOIA.

6. Acts as ORC contact for specialized areas of expertise which may include but are not limited
to, bankruptcy, liens, certification, citizen suits, computer database (national, regional, and case
specific), etc. Responsible for the administrative aspects of programs. Maintains and updates
relevant information and acts as resource contact for region.

7. Assists ORC in qualifying, scheduling, interviewing, and selecting of new paralegals,
paralegal interns and/or law clerks. Maintains and evaluates resumes of prospective candidates;
assists and coordinates paralegal intern program, tracks workload, write evaluations and monitors
progress of interns with ORC.

8. Maintains contact with other regional paralegals through networking and formalized structure.
Assists in the coordination of formal national conferences which provide training, access to
regional contacts, and participation in workgroups.

9. Serves as the Regional Hearing Clerk (RHC) and performs duties in support of the Chief
Administrative Law Judge (ALJ) and the Region’s two Regional Officers/Presiding Officers
(RJOs/RPOs). The incumbent also serves as a legal instrument examiner which involves
examining legal documents to determine whether they are complete and if the procedural and
formatting requirements of various laws and regulations have been followed. The incumbent
receives documents for filing as part of both Administrative and Procedure Act (APA) and non-
APA proceedings, and under numerous federal laws with somewhat unique procedures,
familiarity with a broad and diverse set of procedures is necessary.

FACTOR 1: KNOWLEDGE REQUIRED BY THE POSITION

Knowledge and skill to effectively plan, direct and coordinate activities, and to conduct the
review and evaluation of potential legal actions. Includes a comprehensive and practical
knowledge of the environmental field that enables incumbent to serve as a specialist in the
management of environmental cases.

Employee must have a general knowledge of criminal and civil provisions of environmental
protection statutes and an extensive working knowledge of the statutes and regulations
administered by the Branch and various actions utilized to enforce them.

General knowledge of business principles and techniques and ability to apply them in analyzing
complex and often voluminous and incomplete books and records.

Specific knowledge of the Clean Air Act (CAA), the Clean Water Act (CWA), the Emergency
Planning and Community Right-to-Know Act (EPCRA), Safe Drinking Water Act (SWDA), the
Toxic Substances Control Act (TSCA), the Federal Insecticide, Fungicide, and Rodonticide Act



(FIFRA),the Resource Conservation and Recovery Act, the Freedom of Information Act (FOIA)
and the regulations implementing these acts. Also requires specific knowledge of the
Consolidated Rules of Practice Governing the Administrative Assessment of Civil Penalties and
the Revocation or Suspension of Permits at 40 C.F.R. Part 22.

Specific knowledge of the EPA guidance documents pertaining to the above-referenced statutes
and regulations.

Ability to recognize and explore leads; conduct credentials checks, detect subtle discrepancies in
information, prepare appropriate memoranda and track work assignments.

Ability to conduct interviews, screen candidates, supervise and monitor work product of interns.

Ability to conduct settlement negotiations in administrative cases and to participate in settlement
negotiations in judicial cases.

Knowledge of the Administrative Procedure Act (APA) and non-APA Proceedings and under
numerous Federal Laws with somewhat unique procedures, and the Consolidated Rules of
Practice Governing the Administrative Assessment of Civil Penalties and the Revocation or
Suspension of Permits which covers actions under the federal statutes which authorize
Administrative Procedure Act (APA) and non-APA proceeding that may be assigned to the
RJOs/RPOs.

FACTOR 2: SUPERVISORY CONTROLS

Incumbent works under supervision of supervisor or case attorney, making independent
judgments as to priority of work and case requirements. Proceeds on own initiative and in
accordance with policies and practices prescribed by higher authority, exercises personal
knowledge and experience in planning, directing organizing, and coordinating work to be
accomplished by target dates and proposing settlement positions in administrative cases.
Assignments are performed independently with broad latitude for the exercise of judgement in
resolving technical and administrative problems, developing legal arguments, determining
supporting evidence, and resolving discrepancies. Incumbent develops the methodology to be
used and approach to be taken and keeps the regional attorney or supervisor apprised of activities
when controversial problems are encountered. Work is reviewed for accomplishment of overall
objectives and adherence to Agency policy.

FACTOR 3: GUIDELINES

Guidelines consist or Agency directives, policies, procedures and guidance, as well as policies
governing statutes and promulgated regulations, many of which change frequently. Guidelines
have broad applicability and the incumbent uses initiative and resourcefulness to select, apply,
and deviate from traditional methods and practices as required either by the individualized nature
of enforcement of a particular case or the nature of the problems encountered to solve issues in
non-routine situations. Incumbent plans, directs, advises, and coordinates assigned activities



within the Branch(s) and where appropriate, within ORC and uses past experience and
knowledge to evaluate the applicability of guidelines on issues in those situations where
precedential decisions may be ambiguous or conflict, guidelines are not applicable or where
factual situations vary with their guidelines widely to resolve complex or unusual problems.

FACTOR 4: COMPLEXITY

The work is complex though often repetitive and requires the ability to adapt readily to new or
changing procedures and requires the incumbent to keep abreast of new case law, regulations and
policies. The duties require the ability to interpret, research and apply case law, agency
regulations, guidance and policies to cases in question. Unanticipated changes in the law and
Agency policy require incumbent to be perceptive, flexible, and innovative. Work requires the
interpretation, analysis, coordination, and evaluation of unusually complicated legal matters with
voluminous documentation. Incumbent drafts various legal documents, such as questions for
interrogatories, portions of PRNs or Litigation Reports, consent degrees, and bankruptcy Proof of
Claim referrals to DOJ and prepares comprehensive memoranda which serve as the basis of
regulatory, administrative or other legal arguments, interpretations, or opinions. The ability to
prepare for and participate in settlement conferences, depositions, and hearings is also required.

The work includes determining what needs to be done to accomplish successfully the goals of the
Agency in the context of several statutory schemes pertaining to environmental enforcement.

The requirements of the various statutes are different in format and methodology. The work also
involves understanding the often subtle interrelationships of the various Acts. Incumbent
interprets and evaluates disparate information gathered from a variety of source and utilizes
technical and programmatic knowledge and skills to assure all completed work is supportable
and consistent with Agency regulations, policies and guidelines.

The work includes a broad range of activities typical of an administrative or professional
position. Decisions regarding work to be performed include major areas of uncertainty in
approach, methodology, interpretation and evaluation processes resulting from such elements as
continuing changes in the program, technological developments, unknown phenomena or
conflicting requirements. Collects, sorts and analyzes ambiguous technical or evidentiary data by
using a variety of quantitative and qualitative techniques and interpret incomplete or conflicting
information. Work often involves complex cases which may require several years of ongoing
case development activities. Duties may require the reconstruction of events from circumstantial
evidence.

FACTOR 5: SCOPE AND EFFECT

The work performed affects the efficiency of ORC and has both implications for the enforcement
efforts of the entire Region and other EPA Regions. The position provides a specialist to assist
in the development of environmental cases pursuant to the various environmental statutes. The
purpose of this work is to plan, review , negotiate, and recommend decisions on enforcement
cases thereby freeing the attorneys to perform other legal work and to enhance the effectiveness



of the office in carrying out its mission. In doing so, incumbent monitors the consistency of
administrative decisions issued throughout the Agency and is essential to case development.

The work involves developing strategies for handling complex and sometimes large legal
assignments which vary from case to case. Incumbent advises attorneys and program staff on
interpretation of findings and highly specialized problems of case development.

Incumbent researches issues of law and assists in the development of proposed Agency positions.
The work involves establishing criteria, formulating projects, assessing program effectiveness,
and/or investigating or analyzing a variety of unusual conditions, problems or questions.

Involves complex legal questions, circumstances, problems, or unusual fact situations. Involves
complex technical, legal, and administrative issues resolved on a case-by-case basis that may lead
to recommendations for enforcement action.

Enforcement work is complex and it can affect the livelihood of persons and businesses. The
work product or service affects a wide range of Agency activities, major activities of industrial
and municipal concerns, and the operation of other departmental agencies in the Federal, State,
and local governments such as the Department of Justice (DOJ), state environmental Resources
(PADER), and various town planning boards.

FACTOR 6: PERSONAL CONTACT

Works closely with regional attorneys, technical staff, and other regional personnel. Also has
contact with Regional Offices, Headquarters, Department of Justice, U.S. Attorney offices, FBI,
state and local government, and contractors. Contact with the general public is frequent.

FACTOR 7: PURPOSE OF CONTACT

Contact are to obtain and relay critical information relevant to alleged or suspected violations of
environmental statutes to develop aspects of a case. Contacts are initiated to resolve technical
problems, to determine and coordinate a course of action, and to gather information necessary to
negotiate and settle cases informally. Contacts are made to convince respondent or others of the
accuracy of factual, technical, procedural, or other interpretations and which typically involve
issues about which there are conflicting interests and opinions among individuals who are also
specialists, including those of private industry and headquarters. Good communications skills, as
well as tact and diplomacy must be applied in all circumstances.

FACTOR 8: PHYSICAL DEMANDS
Work within the office is sedentary requiring ordinary physical activity in an office settings, such

as walking, bending, and stooping, although climbing, lifting heavy boxes of documents and
carrying and gathering such documentation may be required during investigation activities.



FACTOR 9: WORK ENVIRONMENT.

Work is performed in an office setting in close proximity with co-workers. Additionally, a work
station should be provided for the voluminous documents gathered during an investigation.
Visits sometimes have to be made to a courthouse or other places away from the usual work
station. Infrequent travel by commercial means is required.





